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INTRODUCTION 

Environmental Justice Coordinator 
GS-0028-14 

The position is located in the Office of the Regional Administrator, Environmental Protection 
Agency, Region 4, Atlanta, Georgia. Incumbent serves as the Environmental Justice Program 
Coordinator, an advisor to the Regional Administrator and Senior Management and liaison 
between the Region and Headquarters. The Coordinator position is designed to ensure close 
communication and coordination between Regional and National Programs, Headquarters and 
the regional office, state agencies/organizations, and stakeholders. The Coordinator is 
responsible for the development and implementation of region-wide, cross-program approaches 
to addressing environmental justice concerns and issues affecting the full spectrum of regional 
operations. 

MAJOR DUTIES 

Participates with senior management in the development of short-term and long-range plans to 
ensure that environmental justice initiatives are integrated and fully coordinated with the goals 
and objectives ofthe region's programs. Recognizes the need for and recommends the 
establishment of practices/programs by EPA that will enhance the Agency's Environmental 
Justice Programs. Conducts reviews of on-going programs/initiatives and evaluates performance 
in relation to program goals. Provides advisory and consultative services to program managers 
to examine and improve the capabilities of their infrastructure to ensure that environmental 
justice concerns are addressed. Suggests necessary program adjustment, where feasible and/or 
appropriate. Develops evaluation findings and presents recommendations intended to resolve 
identified problems or needs. 

Formulates program plans or changes to accommodate evolving needs, priorities, and 
operations. This includes opportunities to participate in various intra and interagency policy 
implementation committees. Investigates trends, conditions, or impediments to program 
initiatives identified by management officials. Develops comprehensive plans to correct 
deficiencies or strengthen program or needs. 

Identifies programmatic on operational matters impacting environmental justice concerns 
throughout planning and execution phases of environmental progran1 delivery, ranging from risk 
assessment to compliance and enforcement, education and outreach. 



Identifies and builds relationships with constituencies, affected by environmental issues and 
develops a strategy to ensure input and representation in the Region's environmental planning 
process, enforcement, clean-up and monitoring. 

Meets with state and local government officials, nonprofit and special interest groups to discuss 
environmental justice issues and concerns and establishes external advisory groups to provide 
continuity and consistency of programmatic input and representation. Enhances environmental 
equity outreach, training and education programs for public and other groups through 
conferences, symposia, and meetings. 

Serves as the Region's centralized clearing house and dissemination point for environmental 
justice information to EPA staff and the public. Develops information and coordination system 
to review the Region's efforts and achievements, which includes analyzing and determining 
feasibility for implementation of recommendations made to senior managers. 

Serves as the principal staff officer and advisor to the Regional Administrator and division and 
office directors on all matters relating to environmental justice. Provides high level management 
advisory service to regional managers. Attends meetings and conducts continuing briefings to 
promote supervisory and management understanding of their responsibilities pertaining to 
environmental justice. 

Factor 1, Knowledge Required by the Position 

Broad knowledge of EPA's substantive operating programs, mission, objectives, and 
organization in order to understand and assess actual and potential environmental justice impacts 
of complex technical, regulatory, and enforcement programs. Knowledge of programmatic 
interrelationships and operational characteristics affecting environmental justice concerns and 
issues. 

State-of-the -art knowledge of the emerging field of environmental justice as a multi-disciplined 
approach to the socio-economic, scientific, and regulatory accomplishment of environmental 
protection, clean-up, and protection of human health and safety. 

Mastery of program development, assessment and operational t4echniques to formulate, develop, 
and implement a comprehensive Environmental Justice Program region-wide, affecting virtually 
all substantive activities of the Region. 

Ability to plan, lead, and organize programmatic efforts to identify and address environmental 
justice concems. 



,, 

Appropriate interpersonal and communication skills to effectively meet and deal with diverse 
groups and audiences, frequently at a high level, who may have competing objectives or interest. 
Oral communication skills to make formal presentations and briefings. Written communication 
skills to prepare technical and programmatic proposals relating to the Environmental Justice 
Program. 

Factor 2, Supervisory Controls 

Work is performed under broad administrative and policy direction of the Office Director. The 
employee, as a recognized authority in environmental justice, is responsible for independently 
developing, defining and shaping the Region's Environmental Justice Program. Analyses, 
evaluation, and policy recommendations are reviewed by the Division Director only for broad 
policy and programmatic considerations. 

Factor 3, Guidelines 

Guidelines consist of broad statements concerning policy initiatives, objectives, and legislative 
history. The field of environmental equity is an emerging area with profound implication for 
many ofthe Agency's key activities. The employee must apply very broad insight and judgment 
to interpret and apply the vast array of regulatory, legal, scientific, and socio-economic 
information. 

Factor 4, Complexity 

Assignments include a broad range of duties, involving substantial depth and breadth, numerous 
interrelationships, many complex features or variable, and often new theories or methodologies. 
They typically involve distilling national goals and priorities into regional applications by 
interpreting and adapting agency-level directives. The incumbent must be versatile and 
innovative in adapting, modifying, or making compromises with standard guides and methods to 
originate new techniques or criteria. 

Factor 5, Scope and Effect 

The purposes of the work are to provide authoritative information, analysis, and 
recommendations that identify and interpret alternatives and options to complex questions of 
policy or practice. The work makes a significant contribution to the planning and evaluation of 
policies or projects that are of regional or national interest. 



Factor 6, Personal Contacts 

Personal contacts include a wide range of professional and administrative personnel throughout 
EPA, at other Federal agencies, in state and local governments, private industry; academia, 
environmental justice advocacy groups, and in some cases the media and elected officials. 

Factor 7, Purpose of Contacts 

Contacts are for the purposes of collecting and exchanging information, providing consultation 
on problems, defending proposed approaches, negotiating settlement of differences, and 
resolving problems or controversies. 

Factor 8, Physical Demands 

The work is primarily sedentary in nature. 

Factor 9, Work Environment 

Work is generally performed in an office environment with some travel to attend meetings, 
symposia, or conference, or to visit sites in the field. 



&EPA 
United States 

ENVIRONMENTAL PROTECTION AGENCY 
Washington, DC 20460 

SF 52 Checklist 

SF 52 Request#: oPM- I I - I + 0 Position Title/Series: 
Entry Grade(s)/Full Performance Level of Position: --"G'-'~-S=----''--4'--------------------
Functional Title (e.g., On-Scene Coordinator, PO, RPM, Accountant): 

DIRECTIONS: This form must be completed by the hiring official or supervisor for all personnel actions involving a change in position description (exceeding 780 days) and must be submitted along with the SF 52 Request for Personnel Action. 

Is this position one of the following that has been predesignated? Yes 0 No~ If you answered "Yes," please skip all remaining questions, sign and date the form. 

0 On-Scene Coordinator (High Risk) 0 Contract Specialist (Moderate Risk) 0 Remedial Project Manager (Moderate Risk) 0 Grants Specialist-GS 12 and below (Low Risk) 0 RCRA Corrective Action Officer (Moderate Risk) 
0 Inspector (Moderate Risk) 

0 Grants Specialist-GS 13 and above (Moderate Risk) 
0 Attorney (Moderate Risk) 0 Criminal Investigator (High Risk) 

0 Grants Project Officer (Moderate Risk) 
0 Contract Project Officer (Moderate Risk) 

0 Deputy Division Director (High Risk) 
0 Supervisor of High Risk Employees (High Risk) 

Directions for Questions 1-13: Answer all "Yes/No" questions. For questions answered "Yes; check all items chat apply. Where explanation is requested, attach additional pages if needed. 

(1) Requires access to classified or sensitive information or materials: Yes 0 No W' 0 Secret 0 Other information that if compromised could cause harm 0 Top Secret 0 Audits 0 Personally identifiable information 
0 Proprietary information 
0 Confidential business Information 

0 Investigations 
0 EPA's financial resources/records 

Hazardous or dangerous material (nuclear, biological, or chemical) Yes 0 No~ 
What hazardous materials are involved? 

(2) Makes final decisions or authoritative recommendations, Including ones that may have a direct effect on health and safety: Yes O No~ 

(3) Supervision level received: 
0 Close supervision 
[3-"G"eneral supervision 
0 Administrative only 

Administrative controls are In place: Yes ~o 0 

What are they? Gv """'-\-5 V~V' c...~~\-

Work Is reviewed: 
0 While in progress 
[i;j-Only after completion 

(4) Obligates the Agency to take action or to spend funds. Yes 0 No~ 
What actions? -----------------------------------------
What amount of funding? 

What is the financial limit? 

EPA Form 1480-95 
Continued on Page 2 



SF 52 Request#: ---------

(5) Interacts with external contacts In performing duties, and/or represents the Agency to external organizations or citizens: 

YesfrNoD 

Communicates with: 

g1ndividuals 

[3-'G'overnment-wide audience 

(3'1(udience beyond government 

(6)Makespollcy: Yes O No~ 

Communication products involved are: 

0 Technical or policy reports 

0 Documents containing sensitive information 

!3-0Gveach or public relations material 

(3-1Qiaterial posted on the EPA i ntranet or website 

(7) Protects critical infrastructure systems/programs, such as water treatment or other utilities and telecommunications: 

YesO No~ . 

What is involved? --------------------
---------------------

(8) Directly enforces health regulations and/or protects public safety: Yes 0 No~ 

(9) Investigates or audits government/other personnel, programs and activities: Yes 0 No~ 

What personnel, programs and/or activities are involved? 

(10) IT position that creates, programs, administers, or protects government information technology systems, databases or 

Infrastructure: Yes 0 No~ 

(ll)Requirescredentials: YesO No~ 

( 1 2) The scope of this position Is: 

0 Local 

@'Regional 

The~ct/potentlal harm this position could cause would be: 

!3'1nternal to EPA 

0 Government-wide 

0 National 
0 Beyond the government 

0 Global 

(13) Other unique or critical characteristics/duties/requirements not covered above? Yes 0 No~ 

Explain what they are: 

c_.o.S 

Name (Please Pnnt) Title 

~~ \-\.vc -"-1 ~ 
Signature Date 

. PSB Use Only 

Risk Designation: 

EPA rorm 1480-95 
Page 2 



Extramural Resources Management Duties Checklist 
This checklist must be used with all PDs to identify the percentage of time an employee is engaged in duties related to managing contracts, grants, cooperative agreements. and interagency agreements. For positions requiring performance of these duties for 25% or more of the employees time, in addition to this checklist. such duties must also be described in the body (major duties area) of the PD. 

Employee Information Percentage of Time Spent on Ext ramural Resources Management 
. 1 Name I Cynthia Peurifoy y., This position has no extramural resources 1 I management responsibilities. 

Position Number hq~~~ Total extramural resources management duties 
occupy less than 25% of time. 

Title EJ Coordinator 
Total extramural resources management duties 
occupy 25% to 50% of time. These duties are 
indicated below and described in the position 
description. ooz_ <6 

Series/Grade GS~-14 
Total extramural resources management duties 
occupy more than 50% of time. These duties are 
indicated below and described in the position 
description. 

When this checklist is used as an amendment to a position description, the following signatures are required: ~ 

Supervisor's Signature I t"'S N .J....J-' ~ _,__ ~ -.... J.... ...... Date 
Personnel Specialist's Signa~ I ~ [.;'}, ~-;1{4.£7 ~ 

------- Date 0/z/ In 
Part 1. Contracts Mana_gement Duties 

Monitors management and perfonnance of Pre-award: delivery orders/work assiqnments after award Plans Procurements Defines scope of work for work assiqnments Estimates Costs A.QQroves _pa.Y_ment requests of ACH drawdowns Obtains funding commitments Manages cost-reimbursement contracts Prepares procurement requests Reviews invoices Writes statements of work Inspects and accepts deliverables Reviews statements of work Other (list} 
Processes unsolicited proposals 
Responds to pre-award inguiries 
Participates in pre-award conferences Close-out: 
Conducts technical evaluation of proposals Writes reports on contractor performance, costs Participates in debriefing/protests and tasks performed Other (lists} Reconciles payments with work performance 

Closes-out payments 
Perfonns cost accountinq Post-award: Provides assistance to Contractinq Officer in Prepares delivefl_ orders settling claims Reviews contractor work plans Other (list} 

Reviews contractor proqress reports 
Monitors government-furnished property Percentage of Time Spent on Contracts Management Monitors cost, manaqement and overall technical I 1 1% performance of contract after award I 

Continue_(] I I Part 2. Grants/Cooperative Agreements Duties I Advises Grants Manaoement Office of potential I 



I I I problems/issues 

I Pre-application/Application: Participates in decisions/actions to ensure 

Prepares solicitation for pro_posals successful project completion and in decisions to 

Identifies potential qrantees for area of program impose sanctions 

emphasis Approves payments requests or ACH drawdowns 

Makes initial determinations (whether project is Reviews requests for modifications additional 

procurement or assistance whether agency has funding etc. and makes recommendations to 

legal authority, whether applicant is eligible Grants Management Office 

whether funding is available, etc.) Negotiates amendments 

Provides administrative information to applicants Reviews Cost/Price/Analysis for recipient 

Determines appropriateness of applicant's contracts/change orders _(Superfund only} 

workplan/activities/budget and compliance with When necessary, recommends termination of the 

regulations and guidelines and negotiates I agreement 

with applicant Resolves with Grants Mana_g_ement Office 

,A.ssists applicant in resolving issues in application administrative and financial issues 

For cooperative agreement, determines substantial Conducts periodic reviews to ensure compliance 

Federal involvement and develops a condition for with agreement 

agreement Other (list) 

Negotiates level of funding 
vonducts site visits to evaluate program capability vlose-out: 

Serves as resource to Selection Panel Certifies deliverables were satisfactory and timely 

Informs applicants of funding decisions Provides assistance to recipients and Grants 

!Other (list) Management Office to ensure timely close-out 

Reconciles payment with work performed 

Award: Notifies recipient of close-out reg_uirements 

Prepares funding package including Decision Obtains legal assistance if necessary to resolve 

Memorandum incomplete close-out 

Obtains concurrences/approvals If project is aud ited responds to issues and ensures 

Reviews/concurs in completed document recipient complies with audit recommendations 

Establishes project file Other (list) 

Other (list) 
Percentage of Time Spent on Grants/Cooperative 

Project Management/Administration: Agreements Management 

Monitors recipient's activities and progress 

Reviews reports and deliverables and notifies I rio 

recipient of comments 
Provides technical assistance to recipients 

Part 3. Interagency Agreements Duties 

Pre-Agreement: Monitors cost management and overall technical 

Plans and ne_gotiates work effort !performance 

Estimates costs Participates in decisions about project 

Obtains funding commitments modification/termination 

Prepares commitment notice Conducts periodic review of Superfund State 

Writes or reviews scope of work Contracts payments receipts (Superfund only) 

Res_ponds to pre-agreement inquiries lns_Qects and accepts deliverables 

Participates in pre-agreement conferences Other (list) 

1\--0ordinates with appropriate staff in developing 

Independent Government Cost Estimates (IGEs} l'-'Jose-out: 

Negotiates and ensures execution of Superfund Reviews final report 

!State Contracts (Superfund only) Decides on disbursement of equipment 

Performs technical evaluation of work plan and Reconciles payments with work performed 

budget Reviews Superfund State Contracts to ensure full 

Pre_Q_ares funding package and obtains necessary reimbursement (Superfund only) 

CQncurrences Certifies deliverables 

Other (list) Resolves close-out issues with Grants Management 

Office/other agency 
Other (list) 

Project Management/Administration: 
Reviews progress reports/financial reports Percentage of Time Spent on Interagency Agreements 

Management: 
I ~/o 


